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PUNCTIONS, TUSTING ARD EVALLUATTON DIVIS1ON, PIRSCNNEL CFFICE

Provide & persomnel testing and evaluation service at headquarters
te aid in the selection end proper utiliszstion of clerical, steno-
graphic, and junior professional employees; and to provide test=
ing assistance to field recruiters.

Conduct tests to messure skills end aptitudes of &1l clerical,
stenographic and junier professionsl applicants, to determine
suitability of qualifications for employment, and te evaluate
the training needs of cleriocal and stenographic poreonnel.

Conduct intelligence and performance tests using routine teste
ing techniques or unique batterics of tests preseribed for par-
ticular groupe of employees and render detailed evaluation ree
ports on individuals tested.

Determine the practical worth of teste by conducting validation
studies, reliebility and inter-correlation tests to refine and
improve the scepe of the testing program,

Conduet experimental studies on new tests to determine their
suitabllity as regular testing fnstruments,

Advise Agensy personnel of the extent and capsbilities of the
aveilable testing servica.

Indoctrinate Placement and Interviewing Officers and field ye-
crulters in the prineiples of testing, the sdministration of
tests, and the interpretation of test results,

Supervise and train all personnel engaged in teating to insure
that the service rendered will be effective in sccordance with
the higheat professionsl standavds.
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